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| NTRODUCTI ON

This position is located in Hunan Resource Managenent Division, within
the, Chief of Staff, of Sinulation, Training and Instrunentati on Conmand
(STRICOM, a mmjor subordinate command of the U. S. Arny Material Command
(AMC). The mssion of STRICOMis to provide centralized nanagenent and
direction for all research, devel opnent, acquisition and fielding of Arny
trai ning devices, sinulation and sinmulators, major instrunmentation
targets and threat sinulation, and the distributed interactive

simul ation. The mssion includes cradle to grave live acquisition
process. The Commander centrally directs coordi nates and supports the

mat eri al devel opnment, acquisitions and sustai nnment activities through the
functional matrix organi zati on and four project nanagers.

MAJOR DUTI ES

1. Provides advice and guidance to the supervisor and managenent within
the command and to staff nmenbers in the operation, and use of the
PERSACTI ON aut onat ed system regardi ng capabilities available within the
systemto assist themin managenent responsibilities. Prepares and
coordi nates operating instructions. Analyzes and interprets higher
echel on procedures as they affect personnel operations; devel ops and

i npl enents procedures to acconplish conmand-w de obj ectives. Coordi nates
daily processing and PPl action processing of PERSACTI ON.

- Supports the division by responding to questions wthin the personnel
staffing area of personnel nmanagenent. Conducts regul atory research to
support responses. Anal yzes, assists and prepares with reorgani zati ons or
projects, actions and reports. Gathers, reviews, consolidates and
prepares required paperwork associated with a variety of actions, ranging
indifficulty fromroutine to conplex in nature. Secures necessary
information and resol ves di screpanci es on actions wth organi zati onal
contacts. Reviews, assures tinely processing and resol ves probl ens
associated with requests for personnel actions. Provides advice and
assi stance to serviced activities.

25%

2. Adm ni sters progranms concerning Personnel Recruitnment. Researches and
anal yzes new and changi ng gui delines, regulations, and directives from
hi gher echel on, and devel ops summary gui dance on new or energing trends,
precedent decisions, or case |law. Summaries are used by personnel in the
Human Resource Managenent Division in perform ng personnel nanagenent
work. Information is dissem nated to enpl oyees, managers and nmanagenent.
Researches and interprets guidelines, regulations, and directives from
hi gher echel on and provi des gui dance on regul atory and | egal requirenents
related to conplex cases in response to requests from managenent.

Provi des advi ce and gui dance for resolution, prepares narrative reports
to Docunent cases, cite regulatory references, and recomrend action for
resol ution of problens. Provides advice and gui dance on processing



personnel actions in an automated systemto support staff assigned
responsibilities for processing actions.
30%

3. Serves as STRICOM s Total Arny Personnel Eval uation System ( TAPES)
Coordi nator. Devel ops and publishes program gui dance for use by al
| evel s of managenent. Prepares reports and. perforns anal ysis of the
Per f ormance Apprai sal and Monetary Award prograns. Advi ses enpl oyees,
supervi sors and nanagers regardi ng policies and procedures, ensures that
requi red docunentation neets regulatory requirenents, eval uates program
and recomrends changes as needed. Evaluates programw th regard to
resource utilization and effectiveness.

20%

4. Serves as Incentive Awards Adm ni strator. Screens enpl oyee
recognition award justifications for factual docunentation and techni cal
adequacy, recommends dol | ar anbunt based on | ocal precedent and
regul ati ons, and prepares summary award description for publication.

Advi ses supervisors and nanagers as to why programcriteria are not met and/or
avai lability of alternative form(s) of recognition suitable for the

enpl oyee. Coordi nates preparation of awards and cerenonies. Prepares and
anal yzes incentive awards reports as required. Monitors and serves as
point of contact for the Arny Ideas for Excellence Program (Al EP). Serves
as liaison for STRRCOMw th AMC and provi des gui dance to enpl oyees and
managers regardi ng the program subm ssion of ideas, and general scope

of program cover age. 25%

Performs other duties as assigned.

FACTOR 1, KNOW.EDGE REQUI RED BY THE PGOSI TI ON
LEVEL 1-7 - 1250 PO NTS

Know edge of Federal (OPM personnel policies and practices including
Depart ment of Defense (DOD) and Departnent of the Army (DA) regul ations
to advise the command on personnel staffing and rel ated i ssues.

Ability to conduct workl oad based studies in order to determ ne, justify,
and defend the conmand' s manpower needs.

Knowl edge of a variety of personnel and policy issues as they relate to

STRICOM s Total Arny Personnel Eval uation System (TAPES), Mnetary Award
Program Arny ldeas for Excellence Program (Al EP), and Incentive Awards

procedures and processes to advi se managenent regardi ng appropriate

enpl oynent policies.

Oral conmmunication skills sufficient to give briefings, provide advice
and consultation, technical information and services to a broad range of
internal and external custoners.



Witten communi cation skills adequate to prepare technical correspondence
addr essi ng manpower and strength | evels, adverse or disciplinary actions,
narratives or provide input to standard operating procedures.

Ability to function effectively as a nenber of a team conprised of
nontradi ti onal occupational series providing workforce operations and
personnel services within a joint Arny/Navy environnent.

Ability to establish and maintain effective working relationships with
managenent, enpl oyees, customers, coworkers and the general public as
required.

Ability to establish priorities, organize work and react appropriately to
changi ng denands.

FACTOR 2, SUPERVI SORY CONTROLS - LEVEL 2-4 - 450 PTS

| ncunbent wor ks under general supervision of the Chief of the Human
Resour ce Managenent Division. Assignnments are given orally and in witing
in the formof ongoing requirenents and suspense actions. Wrk is al so
generated by the recei pt of SF-52s from serviced organi zati ons. The
supervisor is kept infornmed of controversial actions and consul ted when
deci sions may potentially inpact current policy/procedures or gain
command wi de attention. Wrk is reviewed in terns of effectiveness of
manpower ad personnel support provided to custoners and occasi onal
programmati c reviews for adherence to regul atory gui dance and | ocal

pr ocedur es.

FACTOR 3, GUI DELINES - LEVEL 3-3 - 275 PTS

Qui del i nes include a full range of OPM DOD, DA and |ocal regul ations and
policies. Guidelines also include higher headquarters directives, case

| aw, public |law and statutes, Conptroller General Decisions and ot her

evol ving publications that require research and interpretation to apply
to individual situations and cases.

FACTOR 4, COVPLEXITY - LEVEL 4-4 - 225 PTS

Duties of the position require analysis for innovative probl em solving of
a variety of organizational requirenents. Laws and regul ations are
dynam ¢ and denmand extensive attention to detail. Problens solved involve
strength managenent, perfornmance nmanagenent issues, career managenent,
noral e, discrimnation, fraud, mental, and other issues that have

prof ound i npact on serviced personnel.

FACTOR 5, SCOPE AND EFFECT - LEVEL 5-4 - 225 PTS

Work i nvol ves human resource managenent of the command and ultinmately
affects the organi zation's ability to acconplish its m ssion. Advice and
i nformation given by the specialist inpacts resource deci sions made by



activity executives as well as the norale and well being of the entire
comand.

FACTORS 6/ 7. PERSONAL CONTACTS/ PURPOSE OF CONTACTS
LEVEL 3-B - 110 PTS

Contacts include STRICOM s serviced popul ati on, comrand | evel s,
specialists and anal ysts at other DOD activities and all |evels of
managenment within the conmand. Ot her contacts may include academ a,
representatives of other federal agencies and private industry. Purpose
of contacts is to provide advice and exchange i nformation, nake
recommendati ons and explain technical information regardi ng manpower and
personnel issues.

FACTOR 8, PHYSI CAL DEMANDS - LEVEL 8-1 - 5 PTS

The work is primarily sedentary.

FACTOR 9, WORK ENVI RONMENT - LEVEL 9-1 - 5 PTS

Wrk is performed in a typical office setting.



